
 

The California Charter Schools Association’s 

Communications and Marketing Checklist For School 

Developers 

You’ve done it – you have successfully written your petition. Now comes the next step – 

making sure you get approved and fully up and running. Effective communications and community 

outreach are critical for building support for your school and sustaining your programs, which in turn 

are critical for raising public awareness and support of all charter schools. 

This checklist is a tool to make sure you have the key pieces in place for getting out the good 

word about your school, and, to inspire you to take your communications and marketing efforts to the 

next level. You can find many more resources and examples of high-quality communications from 

other schools at www.calcharters.org/operating/outreach/. 

Top Communications Tips for Developers 

Set yourself apart 

Your petition explains in depth your school’s vision and 

approach and what you hope to offer to the community, 

but few prospective parents or community members will 

ever read it. That’s why you need to distill the essence 

of your school down to just a few key phrases or 

messages that will resonate with your target audience.   

Present yourself and your school 

professionally 

What impression do you get from a company that 

doesn’t have a website? Or someone who claims to be 

a CEO of a major company, but presents a business 

card with an ugly logo and the email address 

“easyrider@hotmail.com”? As a developer, it is 

important to present yourself professionally.  

Get a professional logo designed and pin down your key 

messages, then use both of these consistently across 

all documents, handouts, your website, Facebook  

page, etc. Launch your website so that you can set up a 

professional email account. Update your personal 

Linked In page and add a link to your school’s website, 

get business cards printed and if you’re using a 

Why are key messages  
SO important? 

 
Your messages are the heart of your 
communications and outreach. Every 
communication you put out, whether a 
handout, flyer, email or video, should 
convey your key messages, which also 
serve as talking points for community 
presentations or media interviews.  
 
This consistency and repetition builds 
up your school's brand and helps to set 
you apart. Some of the keys to having 
an effective message: 

 CLEAR: 3 or 4 message points  
 CONNECT: Who should care 

and why  
 COMPELLING: make it 

interesting  
 CONCISE: sound bites  
 CONTINUAL: repeat the 

message (it takes 7-12 
repetitions to create awareness) 

 

mailto:easyrider@hotmail.com


 

personal cell phone number as the primary contact number for inquiries, update your voice message 

to reference the school. 

Make yourself easy to find 

• Step 1: Put up a sign at your school site! 

• Step 2: Make sure all flyers, brochures and handouts include full contact information so people 

can get in touch. 

• Step 3: Make sure people can find you online which leads us to… 

 

Launch your website ASAP! 

Especially for new schools, it is critical to put up a website as soon as possible. The modern era 

equivalent of Descartes’ “I think, therefore I am,” is “I have a web site, therefore I am.” A professional 

website shows that your school is viable and makes it easy to provide detailed information and 

updates. By registering your domain name (www.exampleschool.org), you can then set up 

professional email addresses (director@exampleschool.org, ajimenez@exampleschool.org...). 

 You should also go ahead and put up an official Facebook page at the same time; this is an easy 

way for people to show their interest and to receive updates on the school. This isn’t a personal 

individual page, but rather a “company page.” Even if you don’t have a lot of updates at first, it’s good 

to register your school’s page on Facebook and Twitter so that no one else can take the name. Set 

your school’s logo as the profile photo on both so that people know that these are the official school 

accounts. 

Make it easy for others to spread the word 

You don’t have time to knock on every door or present at every community meeting yourself. So pull 

together a volunteer communications and community outreach team and give them the tools they 

need to get out the word. It’s important to be consistent so that your key messages about the school 

come across in every flyer or brochure or conversation. You want to stand out and be memorable. 

People have to hear the same message several times for it to stick; also, it is confusing to prospective 

parents if one flyer presents your school’s unique arts focus, then another makes it sound like you are 

offering primarily a math and science curriculum. 

 

Your basic Communications Tool Kit should include: 

 

• 1-2 key messages about your school (for example: “We offer a rigorous college-prep program.” 

or “We prepare our students to be 21st century citizens of the world by focusing on foreign 

languages, technology and cultural understanding.”)  

• A logo if you have one or the school colors to make everything consistent 

• A  standard “About us” paragraph that describes what your school offers, your mission or 

philosophy and what makes your program unique 

• A simple 1-page handout or brochure that you can provide to potential parents, community 

members and media 

http://www.exampleschool.org/
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• A school recruitment flyer to put up on community bulletin boards that has contact info – the 

school website, professional email address and a phone line with a voicemail set up for this 

purpose, as well as how to enroll. Make sure the flyer has a specific next step like “Sign the 

petition,” Visit our website,” or “Attend this orientation session.” 

Phase Goal of the Communications and Outreach 

Petition development 

(Early planning stages, writing your 

petition) 

 Build your school’s founding team 

 Garner support for your petition (ie: connecting 

with community leaders who can connect you 

with others, speak out in favor of your school, 

provide formal letters of support and refer 

prospective parents) 

 Gather parent and teacher signatures 

 

Authorization 

(The months leading up to submitting 

your petition and 60-90 day period 

following, leading up to your approval) 

 

 Create a positive relationship with your authorizer 

from day one and set up open lines of 

communication with school district staff and 

board members. 

 Set the political groundwork to make sure you get 

authorized! 

Post-approval 

(From the day you are approved, leading 

up to the first day of school) 

 Thank supporters and raising public awareness 

about your new school 

 Recruit families 

 Build community support for the long-term 

 



 

The following steps are recommended, but what makes sense for you will depend on your local 

environment. CCSA’s advocacy team is happy to work with you on the best strategy for outreaching 

to your local district and other community stakeholders. In some communities, the district is 

completely supportive and there is no public opposition to the new charter at public meetings. In other 

cases, opponents to the new charter may be speaking out publicly, requiring a much higher level of 

engagement with local community members and the media. 

 
Phase Highly Recommended Also Suggested 

Petition 
development 

I have an official logo, school name and 

website. 

 

Petition 
development 

Our school has an official Facebook page 

and we post updates 1-2 times a week (This 

is a great task to assign to a team member). 

Our school also has a presence on 
other social networking sites like 
Twitter, LinkedIn, YouTube and 
Flickr. 

Petition 
development 

All our printed materials and our web page 

feature our social media presence, 

encouraging sign-ups. 

I have added other organizations to 
our school’s “Favorite Pages” on 
Facebook and started following key 
individuals and organizations from 
the community on Twitter. 

Petition 
development 

I have a one-pager or a brochure about our 

school that includes:  

 Our mission and slogan or motto 

 About us 

 Information about our leadership and 
board 

 Contact information 
 

 

Petition 
development 

I have connected in person with key 

community leaders and local political leaders 

to share our one-pager and explain who we 

are and what we hope to accomplish with 

this new charter school. 

 

Petition 
development 

All of the information on our website is clear 

and up-to-date. My website has the following 

(as available, this will be updated regularly in 

the months and years to come):  

 An easy-to-navigate menu 

 A professional design 

 A detailed and up-to-date “About us” 
section that makes it clear we are a 
charter public school and includes the: 
o Mission 
o History of the school 
o Governance structure and board 

I have researched my “competition” 
using the internet, as would 
prospective parents searching for 
schools in my area, and looked at the 
information about them online and 
how they present themselves on their 
websites. 



 

members 
o Information on key staff like the 

founder/school leader and board 
members 

 Clear contact information (including for 
your board chair and a number reporters 
could reach after-hours) 

 Directions on how to apply and deadlines 
for enrollment 

 Information for different audiences: 
current parents, prospective parents, 
media, community members 

 News section featuring all press releases 
and newsletters 

 Information on how to donate to the 
school and your current needs 

 Links to social media (like Facebook) 

 Links to media coverage 

 Information in multiple languages 

 

Petition 
development 

Our website has information about our 

school for reporters, as well as contact 

information including a cell phone number 

listed where reporters could call us after 

hours for urgent requests. 

I have proactively reached out to local 
reporters in advance of our public 
hearings to let them know about our 
plans for the new school. 

Petition 
development 

I have a system to keep track of contact 
information for key community members like: 
 

 Local elected officials (city council, 
school board, state assembly and 
senate, congress) 

 Religious leaders from nearby houses of 
worship 

 Non-profit organizations in the nearby 
area 

 Civic leaders from the chamber of 
commerce, Rotary and Kiwanis clubs, 
etc. 

 Other friends and supporters of the 
school 

 

 

Petition 
development 

I regularly communicate with community 
stakeholders like those above through email 
and mail, keeping them posted about the 
progress of our petition and approval. 

 

Petition 
development 

I have identified different people from my 
school and prepared them to act as 
spokespeople in addition to myself at key 
board meetings and with media (board 
members, teachers, prospective parents). 

Our school leader or members of our 
school community have written letters 
to the editor about our school. 



 

Petition 
Development 

I have developed 4-5 key talking points 
about our school highlighting what is 
outstanding about our programs, that all 
spokespeople have as reference. 

I (or members of my board) have 
written opinion pieces or a letter to 
the editor for local publications about 
our school and what we hope to offer 
to the community. 

Authorization I have reached out personally to the local 
school district superintendent, staff and 
board members about our vision for the 
school, our petition and how we hope to 
work with the district. 

Depending on your local authorizing 
environment, it may be appropriate 
for other supporters to reach out, as 
well. 

Authorization I have printed copies of our one-pager, flyer 
or other helpful materials to share at the 
meeting. 

 

Authorization I have diverse supporters of our school lined 
up to speak in favor of our petition during the 
public comment. Ideally, these include you, 
parents and community members/members 
of your board to show different perspectives 
and the breadth of community support. 

These supporters are also willing and 
able to speak to any reporters 
covering the meeting. 

Authorization I have gone through our website from the 
perspective of a prospective parent, reporter 
or current parent to make sure it is easy to 
find the information that is relevant to me. 

 

Authorization I have a recruitment flyer that: 

 Highlights what our school offers 

 Clearly states that charter schools are 
public, free and open to applications 
from any interested student 

 Has the application deadline listed 

 Has full contact information for the 
school with tear-offs at the bottom 

 Is translated into all languages 
spoken in the area 

 I have a diverse team of staff and 
parents to do outreach to different 
community organizations and at 
community hot spots like preschools, 
health clinics, grocery stores, YMCAs, 
summer camps and afterschool 
programs, churches, community fairs 
and farmers’ markets. 

 

I have sent out a postcard to families 
in our target area. 
 

Post-approval I have a diverse team of staff and parents to 
do outreach to different community 
organizations and at community hot spots 
like preschools, health clinics and churches. 

I have given presentations to local 
community groups about what our 
school offers and how charter 
schools are different than traditional 
schools. 

Post-approval I have sent a press release to local media 
announcing that our school has been 

 



 

approved and when you will be open for 
enrollment and how families can apply. Be 
sure to include a wide range of media – 
print, broadcast, online media/blogs, 
community and ethnic publications. 

Post-approval I have given copies of the flyer to founding 
parents and parents who have already 
signed up to the lottery to share with their 
friends and family and to post around the 
community. 

I have had staff and parents go door-
to-door to reach out to prospective 
families, speaking with residents and 
leaving door hangers. 

Post-approval I have sent out a press release about our 
school opening and followed up with calls to 
local reporters. 

I have a list with contact information 
for all the key reporters in our area. 
(CCSA can help get you in touch with 
reporters – email 
communications@calcharters.org for 
help!) 

Post-approval I have added our school to online directory 
listings (like Google Directory, Yelp.com and 
yp.com) – making sure all contact 
information is correct. 

I have claimed online directory 

listings at Greatschools and 

Patch.com (not available in all 

areas), adding content and photos on 

our school. 

Post-approval I have searched for our school in Google, 
Bing or another search engine to see where 
we are mentioned online. 

My website copy is optimized so that 

search engines will more easily find it 

and rank it higher in search results. 

Post-approval Include a media release form in our school’s 
enrollment packets so that reporters can visit 
our school and we can feature photos and 
video of students in our marketing materials 
and website. 

 

Post-approval  I have an online advertising 
campaign like Google Adwords to 
drive more visitors to the website. 

Post-approval The office staff are prepared to field calls 
from prospective parents in all languages 
spoken in our community. 
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